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April  and  October,  according  to  psychologists,  are  the  two  periods 
when  most  people  renew  their  energy  and  ambition.  Enthusiasm 
is  at  high  pitch;  it's  an  ideal  time  for  starting  self-improvement 
projects.  Desiring  to  make  a  fresh  start,  many  of  us  take  stock 
of  ourselves.  Usually,  we  resolve  that  things  are  going  to  be 
different  from  now  on.  "We  are  going  to  be  regular  "balls  of  fire." 
This  is  fine,  but  we  need  some  kind  of  check  to  make  sure  that 
we  can  realize  our  ambitions. 


Everyone  in  the  audience  raised  his  hand.  Scott  said,  "This  is 
rather  interesting,  but  we  have  made  guite  a  study  of  the  word 
'ambition'  at  Northwestern  University  and  have  actually  found 
by  research  that  only  one  man  out  of  every  33  really  has  ambition. 
Many  of  us  think  or  imagine  we  are  ambitious,  and  therefore 
I  should  like  to  ask  another  guestion.  Answer  this  guestion  to 
yourselves,  but  in  doing  so  be  honest,  because  your  answer  will 
tell  you  whether  you  are  ambitious  or  whether  you  just  think  or 
imagine  you  are  ambitious." 


Dean  Scott  continued,  "What  are  you  doing  about  your  job  today 
differently  than  you  did  a  year  ago?  And  what  are  you  doing  about 
your  job  today  differently  than  you  did  a  month  ago,  a  week  ago? 


"Ambition,  if  you  please,  means  progress.  Either  we  go  up  or 
we  go  out.  We  do  not  stand  still.  Any  man  who  is  unable  to  change 
his  method  and  adapt  himself  to  change  of  conditions,  because 
of  closed-mindedness  toward  progressive  improvement  and  de¬ 
velopment,  lacks  ambition.  He  is  dead  mentally  because  his  mind 
is  locked  or  tightly  closed  against  doing  anything  different.  The 
things  we  close  our  minds  against  today  may  be  taken  for  granted 
tomorrow." 


*(or  thereabouts) 


In  this  connection,  the  late  Walter  Dill  Scott,  when  he  was  dean 
of  Northwestern  University,  once  opened  a  talk  before  a  national 
business  convention  with  this  guestion:  "How  many  people  in  this 
room  are  ambitious?" 


I 


New  Equipment  Trims  Office  Costs 

Modern  equipment  was  starred  in  the  annual  busi¬ 
ness  show  sponsored  by  the  Office  Management 
Association  of  Chicago  last  month  at  the  Conrad 
Hilton  Hotel.  Of  special  interest  were  the  latest  space¬ 
saving  files,  an  automatic  typewriter  operated  by 
tape,  copying  machines  for  all  purposes,  a  microfilm 
reader-printer,  a  mail-inserting  machine,  collators,  a 
money-counter,  and  ventilated  furniture.  The  large 
number  of  women  touring  the  exhibits  proved  that 
office  women  want  to  know  what's  new  in  timesaving 
machines. 

Ferris- Wheel  Filing 

Since  filing  is  a  bugaboo  for  many  women,  new  file 
equipment  that  resembles  an  enclosed  Ferris  wheel 
was  intriguing.  The  high  cabinets  contain  from  12  to 
16  cradles  of  filing,  suspended  in  tiers.  When  the  file 
clerk  pushes  a  button,  the  conveyor  system  brings  the 
desired  shelf  to  her  central  work  station. 

The  equipment  saves  40  to  65  percent  of  filing  floor 
space  and  50  to  75  percent  of  aisle  space.  More  im¬ 
portant,  it  can  save  up  to  hall  the  time  spent  on  filing 
and  reference.  A  typical  unit  holds  as  much  material 
as  five  and  a  half  conventional  cabinets. 

Supreme  Steel  Equipment  Corporation  manufac¬ 
tures  the  "Conserv-a-matic,"  and  the  "Motorshelf"  is 
made  by  Supreme  in  conjunction  with  Wheeldex  & 
Simpla  Products,  Inc.,  through  a  patent-sharing 
agreement.  Available  for  letter-  or  legal-size  files,  the 
electric  machines  can  be  custom-made  in  special  sizes. 


ally  typed.  A  master  tape  can  be  prepared  on  the 
Royaltyper  by  typing  a  copy  of  the  material  to  be 
reproduced.  This  eliminates  the  separate  roll-punch¬ 
ing  cperation  previously  required.  The  typist  then 
inserts  a  letterhead  and  fills  in  the  address  and  salu¬ 
tation  for  each  letter.  A  medium-length  letter  takes 
about  4  minutes.  Royal  McBee  Corporation  is  the 
manufacturer. 


Reads  and  Copies  Microfilm  Records 

"Take  more  than  a  look,  take  a  copy"  is  the  slogan 
for  Thermo-Fax  "Filmac  100"  Reader  Printer.  The 
operator  dials  the  microfilm  record  wanted,  touches 
a  button,  and  the  automatic  copying  process  makes 
a  work-size  print  or  prints  in  seconds.  The  machine's 
big  brother,  "Filmac  200,"  produces  either  a  12-  by 
18-inch  or  an  18-  by  24-inch  copy.  Both  are  made  by 
Minnesota  Mining  and  Manufacturing  Company. 

Modern  Versions  of  Vishnu 

Replacing  Vishnu,  the  Hindu  god  with  many  hands, 
is  Halverson  Products  Company's  collator.  The  ma¬ 
chine  gathers  eight  sheets  per  second  (480  a  minute) ; 
produces  2,300  eight-sheet  sets  per  hour;  delivers 
alternated  sets,  jogged  in  crisscross  layers  and 
stacked  in  the  delivery  tray  for  easy  pickup.  Saving 
space  as  well  as  time  and  effort,  the  collator  takes 
up  an  area  of  only  20  by  48  inches. 

The  Model  3100  Mail  Inserting  Machine  produced 
by  Pitney-Bowes,  Inc.,  stuffs  6,000  envelopes  an  hour. 
This  equipment  gathers  and  nests  up  to  four  enclo¬ 
sures;  opens  and  stuffs  envelopes;  counts,  seals,  and 
stacks  them;  and  can  print  postage  with  an  optional 
meter  attachment. 


Tape  Operates  Automatic  Typewriter 

Any  qualified  typist  can  increase  the  output  of 
letters  by  as  much  as  85  percent  with  the  new 
Royaltyper.  The  automatic  typewriter  makes  a  master 
tape  for  reproducing  form  letters  that  look  individu¬ 


Office  Copy  Cats  With  Nine  Lives 

A  company  can  duplicate  its  own  bulletins,  reports, 
manuals,  charts,  graphs,  etc.,  on  the  new  Ditto  L-16 


Motorshelf  saves  40  percent  of  the  clerical  time  in  handling  the 
filing  at  Eache  &  Company  in  New  York  City 


The  Royaltyper  "single  system"  automatic  typewriter  speeds  letters 


methods  and  be  in  business  tomorrow.- 


Offset  Duplicator.  The  machine  makes  up  to  8,000 
impressions  an  hour;  reproduces  line  and  wash  draw¬ 
ings,  photos,  typewriting,  and  handwriting  in  black, 
white,  or  color,  on  any  size  sheet  or  card  from  3  by 
5  inches  to  12  by  14  inches. 

New  developments  have  made  photocopying  ma¬ 
chines  more  useful,  too.  Photorapid  Corporation's 
"Satellite"  even  photocopies  pages  from  bound  books 
without  removing  them.  Ozalid  has  a  new  table-top 
copier,  Ozafax  Model  120  Instant  Copier,  which 
automatically  separates  the  original  material  from  the 
copy  paper,  returns  the  original  and  directs  the  copy 
paper  into  the  developer.  Ozalid's  larger  copying 
machines  are  mounted  on  casters  so  they  can  be 
moved  where  needed. 

Ditto  Incorporated  also  exhibited  its  new  Masterfax 
machine.  This  compact  unit  makes  direct-process  and 
offset  masters,  and  can  be  used  for  facsimile  copying 
or  laminating. 

Ventilated  Furniture 

For  cool  comfort  and  simple  maintenance,  Bevco 
ventilated  furniture  combines  tubular  steel  legs  and 
arms  with  plastic  webbing  seats  and  backs.  Made  by 
Precision  Manufacturing  Company,  the  posture  and 
side  chairs,  settees,  and  tables  are  light  weight  and 
easy  to  move.  The  webbing,  guaranteed  for  5  years, 
comes  in  13  colors  from  ivory  to  persimmon.  Held  in 
place  by  clips,  the  web  straps  can  be  replaced  with¬ 
out  tools. 

Mechanical  Money  Counter 

A  fascinating  display  was  the  demonstration  of  the 
”100"  Type  Checking  &  Counting  Machine.  This  me¬ 
chanical  wonder  counts  banknotes,  coupons,  stock 
certificates,  bonds,  and  other  documents  at  the  rate 
of  900  a  minute.  A  five-fingered  horizontal  wheel 
counts  the  papers.  Banks  in  50  countries  use  the 
machine,  made  by  De  La  Rue  Instruments  Limited, 
London,  England.  For  making  up  payrolls,  the  ”500" 
De  La  Rue  Notemaster  holds  500  bills.  The  currency 
can  be  counted  off  into  hundreds  automatically,  or 
telephone  dials  may  be  set  to  deliver  up  to  99  bills 
at  the  rate  of  10  a  second. 


Rx  for  Getting  Along  with  People 

Favorite  guotations  help  Bulletin  readers  pitch  in 
and  do  a  full  day's  work  by  enabling  them  to  sur¬ 
mount  problems  and  troubles.  As  a  woman  executive 
told  an  audience  of  business  women,  "Frustration  or 
bitterness  can  cut  down  your  productivity  by  as  much 
as  50  percent.  It's  not  worth  it.  Keep  your  mind  free 
for  important  matters." 

Judie  Biddle  and  Shirley  Sroczynski  of  Owens- 
Illinois,  Toledo,  Ohio,  jointly  sent  in  a  reminder  that 
can  be  used  to  nip  gossip  in  the  bud: 


"There's  so  much  good  in  the  worst  of  us 
And  so  much  bad  in  the  best  of  us. 

That  it  doesn't  behoove  any  of  us 
To  talk  about  the  rest  of  us." 

To  alleviate  any  uncomfortable  situation.  Miss 
Thelma  Farrell  of  P.  R.  Mallory  &  Co.,  Inc.,  Philadel¬ 
phia,  Pennsylvania,  recommends  some  advice  from 
Longfellow:  "If  we  could  read  the  secret  hearts  of 
our  enemies,  we  would  find  enough  sorrow  and 
suffering  to  disarm  all  hostilities." 

Sympathy  and  compassion  for  people's  troubles  are 
commendable,  a  secretary  pointed  out,  but  we 
shouldn't  overtax  these  gualities  by  burdening  others 
with  our  tales  of  woe.  "We  can  become  addicted  to 
problems,"  Mrs.  Jean  Sumner  explained.  Her  home- 
spun  watchword  is,  "Always  be  pleasant  and  cheerful 
at  the  office;  leave  your  problems  at  home." 

The  right  attitude  can  help  solve  human  relations 
problems,  too.  Miss  Thelma  M.  Lachel  found  this 
axiom  in  "Telebriefs,"  a  flyer  mailed  with  monthly 
bills  by  Illinois  Bell  Telephone  Company:  "A  smile 
is  a  curve  that  straightens  things  out." 

As  Mrs.  Margaret  Stroehlein  of  Reaction  Motors 
Division,  Thiokol  Chemical  Corporation,  Denville, 
New  Jersey,  suggested,  a  guote  from  Douglas  Jerrold 
is  useful,  too:  "It  seems  so  easy  to  be  good-natured,  I 
wonder  anybody  takes  the  trouble  to  be  anything  else." 

We  are  sending  each  of  these  contestants  a  Secre¬ 
tary's  Service  Chart.  While  there  are  no  guotations  on 
the  chart,  we  hope  they'll  find  it  useful  in  their  work. 

What’s  Going  On  in  Business 

Happy  Secretaries  Week! 

The  United  States  Department  of  Commerce  has 
proclaimed  April  23-29,  1961,  as  Secretaries  Week, 
with  April  26  as  Secretaries  Day.  "Better  secretaries 
mean  better  business"  is  the  theme.  Co-sponsors  of 
the  event  are  The  National  Secretaries  Association 
(International)  and  the  Cffice  Equipment  Manufac¬ 
turers  Institute. 

Mrs.  Evelyn  G.  Day,  NSA  president,  explained, 
"We  observe  it  as  a  week  during  which  we  can 
proclaim  our  pride  in  our  profession  and  the  oppor¬ 
tunities  it  has  given  us  for  stimulating  and  worthwhile 
careers.  Cnly  through  constant  mental  growth,  new 
and  varied  experiences,  and  bigger  and  better  office 
challenges,  can  we  keep  pace  with  the  executives 
with  whcm  we  work." 

20,000  Women  Who  Made  the  Grade 

The  second  edition  of  "Who's  Who  of  American 
Women"  will  be  published  this  spring.  Marquis- 
Who's  Who  Incorporated,  210  East  Chio  Street, 


Chicago  11,  Illinois,  is  the  publisher.  More  than 
20,000  biographies  of  outstanding  women  are  given, 
including  7,000  new  listings.  The  reference  book 
costs  $25. 

Invest  a  Day  for  a  Better  Future 

Anyone  in  or  interested  in  the  secretarial  profes¬ 
sion  is  invited  to  Lake  Shore  Chapter's  eighth  annual 
Secretarial  Workshop  on  Saturday,  April  15,  1961,  at 
the  Conrad  Hilton  Hotel,  Chicago,  Illinois.  Experts 
will  talk  about  motivation,  office  techniques,  job  suc¬ 
cess,  and  investments,  and  a  panel  will  discuss  human 
relations.  Registration  for  the  all-day  program,  includ¬ 
ing  luncheon,  costs  $8.50.  For  details,  write  to  Lake 
Shore  Chapter,  NSA,  Post  Office  Box  1650,  Chicago 
90,  Illinois;  or  call  UPtown  8-4477. 

How  to  Revive  Worn-Off  Numerals 

If  the  figures  have  worn  off  the  keys  on  office 
appliances,  rub  a  crayon  over  them,  rub  off  the 
excess,  and  the  numbers  will  show  up  clearly.  Using 
white  shoe  polish  is  another  tip. 

The  Mail  Bag 

More  Unofficial  Supervisors 

The  article  about  "Unofficial  Supervisors”  was 
excellent.  We  have  one  in  our  office.  However,  we 
have  an  additional  problem,  since  he  is  very  chummy 
with  our  supervisor.  The  man  has  no  qualities  that 
are  even  comparable  to  those  of  a  supervisor  and, 
therefore,  commands  no  respect — only  disgust  caused 
by  his  "unofficial  mannerisms.”  Please  advise  us  as 
to  the  correct  attitude  to  take. — Some  Very  Upset 
Office  Workers 

Forbearance  is  a  healthy  attitude  to  take  toward  an 
overbearing  co-worker.  This  requires  patience  and 
tolerance,  but  the  effort  usually  pays.  The  unofficial 
supervisor  is  hurting  himself  more  than  he  can  hurt 
you.  An  intelligent  supervisor  soon  realizes  that  the 


man  who  wants  to  help  him  run  his  department  is 
usurping  his  authority  and  also  implying  that  the  boss 
is  doing  a  less-than-perfect  job.  Eventually,  the  self- 
appointed  watchdog  will  lose  favor.  So  sit  tight.  If 
you  concentrate  on  your  work  and  the  favorable 
aspects  of  your  job,  you'll  be  able  to  ignore  the  un¬ 
pleasant  situation,  and  the  annoyance  will  diminish. 

There's  Always  a  Better  Way 

You  often  include  items  about  equipment,  reference 
books,  and  office  supplies.  Do  you  accept  advertising 
in  your  publication? — L.  L. 

We  do  not  accept  advertising  in  the  Bulletin.  How¬ 
ever,  one  plank  in  our  editorial  platform  is  that  alert 
office  women  want  to  keep  up  to  date  on  develop¬ 
ments  in  office  work.  We  consider  it  a  form  of  reader 
service  to  present  news  about  products  that  will  help 
subscribers  do  a  better  job  and  save  time  and  money. 

With  more  and  more  machines  being  used  in  busi¬ 
ness,  it  is  essential  that  office  women  know  what 
equipment  is  available  and  what  it  can  do  to  stream¬ 
line  office  methods. 

Now  Is  the  Time 

Do  you  realize  how  much  pleasure  and  enlighten¬ 
ment  your  four-page  publication  gives?  I  hope  you 
are  planning  to  include  a  few  hints  on  how  to  chart 
vacations,  as  it  will  soon  be  time  for  Caribbean 
cruises,  etc. — Annie  Greenberg,  Los  Angeles,  Calif. 

Thanks  for  the  encouraging  words  and  the  splendid 
suggestion.  We  have  surveyed  our  Readers  Panel 
members  for  vacation  tips.  Their  helpful  ideas  will 
appear  in  the  next  issue. 


Sincerely, 


Marilyn  French,  Editor 


Issued  4-1-61 


1.  An  ear  to  the  ground  -  know  what's  going  on  in  the  world  and  in  business. 

2.  A  tin  ear  -  for  listening  to  people’s  troubles.  Be  a  good  listener, 

3.  A  mouth  with  a  zipper  -  keep  confidential  matters  confidential. 

4.  A  nose  for  news  -  be  alert  to  changes,  policies  and  procedures,  news, 

5.  A  memory  like  an  elephant  -  remember  names,  faces,  important  dates. 

6.  Eyes  like  a  camera  -  observe  things;  proofread  your  work  and  the  boss's. 

7.  Special  magnifying  glasses  (bifocals)  -  read  between  the  lines;  look  at 

things  objectively;  get  the  over-all  picture  as  well  as  your  viewpoint. 

8.  A  perpetual  smile  -  cultivate  a  cheerful  disposition.  Keep  smiling! 

9.  A  voice  that  is  clear  and  pleasant  -  your  voice  conveys  your  personality. 

10.  Shoulders  like  Atlas  -  for  carrying  your  responsibilities  and  as  many  of 

the  boss's  as  you  can  manage. 

11.  A  shell  like  a  turtle  -  don't  be  oversensitive.  Shrug  things  off. 

12.  Eight  arms  and  hands  -  for  your  many  duties.  Use  them,  too,  to  keep 

your  clothes  in  order  and  yourself  well-groomed.  Appearance  counts  ! 

13.  A  radar  antenna  for  locating  the  boss  when  he  disappears. 

14.  A  pogo  stick  -  keep  two  jumps  ahead  of  the  boss.  Anticipate  his  needs. 

Marilyn  French,  Editor,  Women's  Publications,  The  Dartnell  Corporation 


